State of California

DEPARTMENT OF WATER RESOURCES

California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION
Associate Governmental Program Analyst

DWR POSITION NUMBER
0100-5393-003

SAP POSITION NUMBER MCR
50002872 |

APPOINTEE

Vacant

SAP PERSONNEL NO.
TBD

DIVISION/SECTION

Exec/Admin. & Exec. Services Office

COLLECTIVE BARGAINING IDENTIFIER
Management Related BU:

Supervisory Related BU:

Confidential Related BU:

Rank and File BU:
01

RESPONSIBILITIES EXERCISED
] Supervisory [] Lead Person

IMMEDIATE SUPERVISOR (Print)
Linda Scherr

SUPERVISOR'S CLASSIFICATION

Staff Services Manager Il

APPROVED BY (Personnel Analyst's Name)

BLS

DATE

07/12/13

Percent of
Time

Activity

POSITION SUMMARY

ESSENTIAL FUNCTIONS

45%

ceremony agenda and w

rite the Director's speech.

Under the direction of the Staff Services Manager Il, the incumbent is responsible for the
Department's Employee Recognition Program, which includes the Director's Annual Awards
Program and Ceremony and the State Merit Award Program, the Meritorious Service Awards, Unit
Citations, and other recognition activities. Also responsible for coordinating all correspondences
related to the Public Records Act Request, Governor's Office, the Resources Agency, the
Legislature, and other high-level officials for the Director and Deputies; and coordinates and
maintains all aspects of Out-of-State and Out-of-country travel for the Executive Division as well as
the intranet communication module as we convert to Sharepoint.

This position requires the incumbent to work independently and cooperatively with DWR managers,
supervisors, and analysts; effectively communicate both orally and in writing; consult with and
advise management and staff on a wide variety of subject matters; develop and evaluate
alternatives, formulate procedures and control methods; maintain and apply knowledge of
Departmental and State policies and procedures; maintain regular, consistent, predictable
attendance, and exercise good judgement in the following duties:

Review the nominations and selections for the Employee Recognition Program for Division/Office
Chief, Deputy Director and Director approval. Communicate with Director, Deputy Directors,
Division/Office Chiefs to ensure all Annual Award guidelines are met. Meet and consult with the
Department's Award Review Committee to ensure the award nomination criteria are met. Review
employees' Official Personnel Files to determine Award eligibility. Coordinate with the Payroll,
Benefits, and SAP Administration Manager to process payment authorization requests to the State
Controllers Office guaranteeing award payment to employees are made. Develop, write, and edit all
language for each award. Plan and coordinate Departmental award ceremonies, prepare the

SUPERVISOR’S STATEMENT:

I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.

SUPERVISOR'’S NAME (Print)
Linda Scherr

SUPERVISOR'’S SIGNATURE

>

DATE

EMPLOYEE'S STATEMENT: | HAVE
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EMPLOYEE'S NAME (Print)
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>
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION

DWR POSITION NUMBER SAP POSITION NUMBER MCR

Associate Governmental Program Analyst 0100-5393-003 50002872 |

APPOINTEE

Vacant

SAP PERSONNEL NO. | DIVISION/SECTION
TBD Exec/Admin. & Exec. Services Office

Percent of
Time

Activity

25%

20%

10%

Assist the Director's Policy Advisor in coordinating and complying with the Public Records Act
Request by tracking incoming requests, following up with responsible staff, and reviewing
responses to ensure requests are complete. Research outside organizations for their history and
relationship with the Department. Assist in the review of reports and documents. Gather detailed
information to support special projects, prepare drafts of complex correspondence and documents,
and assist in the preparation of materials to support speeches and presentations by the Director.
Lead the study of a new tracking system/procedure for the Director and Deputies to ensure that all
correspondence from the Governor's Office, the California Natural Resources Agency, the
Legislature, and other high-level officials are responded to in a timely manner and that responses
are accurate and complete. Lead and coordinate meetings with the Director, Chief Deputy Director,
and Deputy Directors, summarize findings of the study, develop, prepare, and maintain the
Department's procedure for the Director and Deputies.

Develop, review, and monitor the Executive Division Out-of-State Travel blanket program and
update annual out-of-State travel reports and statistics for the Deputy Directors and Chief Deputy
Director and coordinate closely with the Director's Administrative Assistant. Analyze, verify, and
assign trip numbers; evaluate travel expense patterns; estimate annual operating expenses;
oversee budget allotments and balances. Independently make changes to the OST blanket fund.
Process travel requests for Washington, D. C., Out-of-Country, and Individual Trip requests. Is
responsible for the accuracy of the information in the State's SWABIZ contract information for the
Department's Executive Division.

Utilizing Sharepoint reviews the Executive Division's intra- and internet web pages to ensure they
are current with up-to-date information. This includes writing and editing senior staff biographies;
adding new and deleting old information; and continually update and/or edit information.
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	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: 01
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Linda Scherr
	SUPERVISOR'S CLASS: Staff Services Manager II
	personnel analyst: BLS
	personnel date: 07/12/13
	PERCENT OF TIME: 

















45%
	activity: POSITION SUMMARY
Under the direction of the Staff Services Manager II, the incumbent is responsible for the Department's Employee Recognition Program, which includes the Director's Annual Awards Program and Ceremony and the State Merit Award Program, the Meritorious Service Awards, Unit Citations, and other recognition activities.  Also responsible for coordinating all correspondences related to the Public Records Act Request, Governor's Office, the Resources Agency, the Legislature, and other high-level officials for the Director and Deputies; and coordinates and maintains all aspects of Out-of-State and Out-of-country travel for the Executive Division as well as the intranet communication module as we convert to Sharepoint.

ESSENTIAL FUNCTIONS
This position requires the incumbent to work independently and cooperatively with DWR managers, supervisors, and analysts; effectively communicate both orally and in writing; consult with and advise management and staff on a wide variety of subject matters; develop and evaluate alternatives, formulate procedures and control methods; maintain and apply knowledge of Departmental and State policies and procedures; maintain regular, consistent, predictable attendance, and exercise good judgement in the following duties:

Review the nominations and selections for the Employee Recognition Program for Division/Office Chief, Deputy Director and Director approval.  Communicate with Director, Deputy Directors, Division/Office Chiefs to ensure all Annual Award guidelines are met.  Meet and consult with the Department's Award Review Committee to ensure the award nomination criteria are met.  Review employees' Official Personnel Files to determine Award eligibility.  Coordinate with the Payroll, Benefits, and SAP Administration Manager to process payment authorization requests to the State Controllers Office guaranteeing award payment to employees are made.  Develop, write, and edit all language for each award.  Plan and coordinate Departmental award ceremonies, prepare the ceremony agenda and write the Director's speech. 
	classification: Associate Governmental Program Analyst
	appointee: Vacant
	dwr position number: 0100-5393-003
	sap personnel no: TBD
	sap position number: 50002872
	division: Exec/Admin. & Exec. Services Office
	mcr: I
	percent 2: 25%












20%








10%
	activity2: Assist the Director's Policy Advisor in coordinating and complying with the Public Records Act Request by tracking incoming requests, following up with responsible staff, and reviewing responses to ensure requests are complete.  Research outside organizations for their history and relationship with the Department.  Assist in the review of reports and documents.  Gather detailed information to support special projects, prepare drafts of complex correspondence and documents, and assist in the preparation of materials to support speeches and presentations by the Director.  Lead the study of a new tracking system/procedure for the Director and Deputies to ensure that all correspondence from the Governor's Office, the California Natural Resources Agency, the Legislature, and other high-level officials are responded to in a timely manner and that responses are accurate and complete.  Lead and coordinate meetings with the Director, Chief Deputy Director, and Deputy Directors, summarize findings of the study, develop, prepare, and maintain the Department's procedure for the Director and Deputies. 

Develop, review, and monitor the Executive Division Out-of-State Travel blanket program and update annual out-of-State travel reports and statistics for the Deputy Directors and Chief Deputy Director and coordinate closely with the Director's Administrative Assistant.  Analyze, verify, and assign trip numbers; evaluate travel expense patterns; estimate annual operating expenses; oversee budget allotments and balances.  Independently make changes to the OST blanket fund.  Process travel requests for Washington, D. C., Out-of-Country, and Individual Trip requests.  Is responsible for the accuracy of the information in the State's SWABIZ contract information for the Department's Executive Division.

Utilizing Sharepoint reviews the Executive Division's intra- and internet web pages to ensure they are current with up-to-date information.  This includes writing and editing senior staff biographies; adding new and deleting old information; and continually update and/or edit information.     

	supervisor name: Linda Scherr
	employee name: Vacant


